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' . \ ' OVERVIEW , , 

y 

* • • - • . ( 

t The purpose of these Getting Down to Business modules is to provide 
high school students in vocational classes with an introduction to the 
career^ option of small business ownership and to the management skills 
necessary for successful operation of?a small business. Developed under m 
contract to the Office of Vocational and Adult Education, U.S. Department' 
of Education, the materials are designed to acquaint a variety of voca- 
tional students with entrepreneurship opportunities and to help reduce the 
high failure rate of small businesses. 

r > \ 

* 

As the students become -familiar with the rewards and demands of small 
business" ownership, they will be able to make more 'informed decisions' 
regarding their own interest in this career possibility. -It is hoped 
that, fcs a result of 'using these materials; some students will enter small 
business ownership more prepared for its challenges, pthers. will decide 
that entrepreneurship is not well suited to their abilities and interests, 
*and they will pursue other career paths. Both decisions are valid. The 
materials will encourage students to choose whatsis best for them. - 

^ These Getting Down to Business modules are designed to be inserted 
into ongoing high school vocational programs in, the^ seven vocational dis- 
ciplines — Agriculture, Distributive Education, Occupational Home Econom*- 
ics, Business and Office', Trades and Industry,. Technical,^ and Health.* 
They will serve as a brief supplement to the technical -instruct ion of 
vocational courses, ^ which prepare students well for being' competent 
employee^ but which generally do ,not equip them with skills related to * 
small business ownership. The modules are self-contained and require a 
minimum of outside training and preparation on the part of instructors. 
Needed outside Resources include only t those* types of materials available 
to all students, such as telephone directories, newspapers, and city maps. 
No special texts ofc reference materials are required. For further optiona 
reading by instructors, ^additional references are listed at the end of the 
Teacher .Guide . ^ An annotated Resource Guide describing especially valuable 
entrepreneurship\related materials is also available. 

The purpose of this module i s to give * students some idea* of what it is 
like *to own and operate an energy' specialist service. Students will have 
an opportunity -to make the same decisions that the owners of an energy 
specialist service make. While the module is not a complete "how-to" 
manual, the individual lesson3.wi$fl* provide your-vc^Lass with the chance to 
do many of the planning and .daily activities that small business owners do 

Today, owners of small businesses face a multitude of problems — some 
minor, some that threaten the^r very existence. These problems reflect 
the constant changes that our society is going .through — economic, cultural 
and technical. While this module cannot, hope to address itself to all of 
them, th£ discussidti questions at the end of each unit are designed to 
giVe your class the opportunity to discuss them and develop, on a hypo- 
thetical basis, solutions for themselves. \ • 



You may want to present this^module after completing Module 1, Getting 
Down to Business: What -s- It^All About ? ^Jlodjila^r^^a 16-hour program ^ 
covering a m6^" in~4epth_^^ any small business- The terms- 

introduced in Module,* % are used in this module with 3 restatement of their 
definitions'. Also, thfe forms used;are the same, with some minor changes 
to fit an energy specialist service specifically. Module 1 provides an 
introduction, to owning\,a- small business in addition to some skills and 
activities that, due to their general nature, are not covered in-this 



module. 
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Content Organization « 
,Each unit of the module contains^ the follbwing: 

1. Divider Page — a page listing the unit's goal and objectives 

2. Case Study — an account 'of the owners of an energy specialist 
service for a more intimate view of owning a similar service 



N 3» Text. — three to four-pages outlining business management principles 
introduced in the case study- 

- 

4. Learning Activities — three separate sections,' including: 

a. Individual Activities — finding information given in the text 

or applying* inf ormation*to new situations' 

* * *^ - • 

? 

b. • Discussion Questions — considering broad issues introduced in 

• "/ the text; several different points of view may" t>e justifiable. 

c Group Activity — taking part ip a m6re creative and action- 
ordented'activity; spme activities may focus on Values 
clarif icatdon. * v ^ 

V 

* „. S 



General Notes on Use of the Module 

*i • 

Instructional Each unit =LjLclass period; tot&l class periods = 9 
Time: Introduction, quiz, 'summary ' = 1 

Total instructional time = 10 class periods 

r 



'The case study and text are central to the program's content and are r 
based on the instructional objectives appearing in the last section of 
this Guide . Learning activities are also linked to these objectives. You * 
wfll probably not have time, however, -to introduce all the learning * 
activities in eachttnit. . Instead, you will want to select those that " 
appear most related to course objectives, are moat interesting to and s 
appropriate §or— yoihr-students, and are best suited to your particular 
classroom setting. Certain learning activities may require extra class- 
room 1;ime and may be used a& supplen^ntary activities if ^desired. * 

■ 7 
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Before presenting the module to thq class, you should review both the 
'■ Stfjuient an d Teacher Guides and fotmulabe your own personal instructional 
approach. Depending upon the nature of your classroom setting and the 
students' abilities, you may want to present the case study and text i>y 
instructional means that do not rely on students' reading — for example 
through a lecture/questions-answer format/ Case studies and certain . 
learning; activities may presented as skits or role-playing situations. 

No particular section of the module is designated a& homework, but you 
may wish to assign certain portions of .the jnodule feo be completed out of 
class. You may want students to read the case study and text in prepara- 
tion for di-scussion the next class period, or you may want them to review 
the material at home after the class discussion. You may also prefer that 
students read the material in^class. Similarly , individual activities may 
be completed in 'class or for homework. 'Discussion questions and group 
activities are specially - intended for classroom us.e, although some outside 
preparation by students may also be needed (for example, ift the case of 
.visiting a solar energy service and interviewing the owner). 

* Methods -that enhance student interest in the materi'al and ttfat empha- 
size ^udent participation should be used as much as 'possible. Do not 
-seek to cover material exhaustively, but view the course as ,a brief .intro- 
duction to entrepreneurial skills. (Assume* that, students will obtain more 
job training and business experience before launching an entrepreneurial- . 
career.) ' 

The, c quiz may be used as a formal evaluation of sEvdent learning or as. 
a self-assessment tool for students. Answers to learning activities and 
the quiz are provided in a later section of thislduide. 
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' SUGGESTED STEPS FOR MODULE USE 



Introduction (15 minutes, or integrate within first hour of Vnit 1) 
~ ^ ^™ ' * 

I. In 'introducing this module, you will probably want tp find out 
what students already' know about energy specialist services. 
Questions to ask are: 

• » 

• v What is an energy specialist service? if this is a new 

• concept for students, cite ^examples of solar -energy services 
* * or other energy-conservation services in your are^. 

i • What do students think are advantages of owning such a 
service? 
■ ' t 

• What do students think are disadvantages? 

• As of right ^now, how mariy students feel they would consider 
owning ( an energy, specialist* service? 

Il~ Discuss small businesses briefly. Over 90% of all businesses in 
the United States are .small businesses. Jn thi§ mpdule we will 
be dealing with very small businesses, meaning a self -employed 
owner working alone or with one to four employees. Often small' 
businesses are owned and run . by members of a family. 
* « • 

III. Discuss the purposes of the mpdule: 

. • to increase sfcutlents\ awareness of small business ownership 
as a career option; . * 

• to acquaint students with the skills and personal qualities 
energy^ specialist service owners need to succeed; 

• to acquaint students with the kind of work small business, 
owners do in addition to using their "vocational skills; and 

• to expose students to the advantages and disadvantages of 
small business owjietship* * 

IV. Emphasize that even.if students think they lack management 

aptitudes, some abilities can be ; developed . \f 'srikients "furn 
on" to the idea of smallt business ownership, they vg/an wb£k at 
ac qui ri.ng^ar6ili ties they don f t have. / 

Also, students who work through this module will have gained 
t valuable insights into how and, why business decisions are made. ' 
Even if they later choose careers as employees , they will be 
better equipped to help the business succeed because of their, 
understanding. 



< 
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Unit 1 - Planning an Energy Specialist Service (1 class period) 



I. Case Study : Sally and Mike 0 ! Toole vapt \to start an energy 

specialist service. Tfie case study describes their 
, background and initial plans for 'their service. 

9 

Text : Services, »Customers, and Competition 
fcersonal' Qualities 
How to Compete Well , * 

Legal Requirements , • « / 

i - ' . 

II- Responses to Individual Activities n 0 

1. Have students report to you which businesses they decide ' t 
wou^Ld be competition for them, and why. 

•2.- Assess response quality. Are the lists clear and complete/ 
Can students explain the regulations? ' 

3. Assess response quality. Are ttie lists clear and complete? 
Can students (explain each requirement? 

/ • # ' * 

* 4. This is.a self -assessment activity. Emphasize that students 
may further develop each quality if they want to.. 

5. Assess response quality. Do students describe how they plan 
to make their services "stand out" from competition? 

' ' -or ^ ' 

II J. x Responses' to Discussion Questions ** t 
r 

' * 1. \ Anyone interested in saving energy is a potential customer. 
'The ^xt gives examples* of homes and businesses as cus- 
* Homers. Students may Suggest additional examples. 

2. The (TTooles 1 choices seem to be 'good*. **The text discusses 
the need for these services. Elicit students 1 reasons for 
or against the O'Tooles 1 choices. 

, • 3. The O'Tooles seem to be planning well. They feel theii; ser- 
vice is needed. They know exactly what services they will 
s> offer to customers.. They know their backgrounds ar^a$prcr» 

priate. They find out about legal requirements. 'Elicit" 
students 1 reasons for their opinlohs of the 0 ! Tooles ! plans. 

IV. Group Activity ' ♦ * ^ 

The purpose of this activityis to acquaint students with 
your state 1 § energy conservation programs. Before the visit, 
you should explain the purpose of this module Jto the state 
representative. Ask that person tQ focus the presentation on 
, entrepreneurial' possibilities for energy specialists. After -the 
"presentation,* lead a discussion of these possibilities. Ask 
students 'which, possibilities they, might pursue, an$ why- 



~ Choosing a Location C-1 class period) 

Case Study : ^The 0 ! Tooles visit different locations 
• where to locate their service. 



and decide 



Text J 



\ 



Customers Nearby 

Area 

Space 

Building 

Rent 



Responses to Individua<KActivities ' 

1. Hav^ students report their decisions, 
the reasons for their decisionst. 



They should explain 



2. Student's 1 responses should include these element^ for each 
ad they research; number of square feet of space, rent, and 
whether they consider the space and rent approtnriate for 
some.one 'starting an energy specialist service. Visiting the 
offices is optional. 



3. Assess response quality. Are the areas described clearly; 
and completely? Do students say why they think these are 
good locations for an energy specialist service? 

4. Assess report quality. Do students give appropriate reasons 
for their decisions about the locations? * 

5. Have students report their interview results. Ask if the 
interview results will affect how they, pick locations and — 
if so — how and why. 

SRonses to Discission Questions . 



The O'Tooles 1 location seems to.be a good one. It is near 
potential customers, and many people pass it daily. There 
is enough space*, the area is attractive, .the building is in 
v gocfd condition, and they can afford' th^ rent. I 

. *A shoeing center in a more central location probably would 
be a good location, since many shoppers would see the office 



3. The location can fyelp make a good impression on customers. 
Customers who visit youir office will see it as part of its 
general surroundings. An attractive, clean, professional- 
looking location Will make a good impression. An unattrac- 
tive, dirty, run-down location will make a bad impression* 

Group Activity 

The purAose of this activity is to give students the oppor- 
unity^bsi evaluate possible locations for energy specialist 

.V , u r 



services. In dping so, they will be applying what they learned 
in this unit. , , . * ' * * 

First, student groups visit different locations to evaluate 
their suitability. .Then the groups report to each other. Make 
sure ( each group describes the location it evaluated-? its deci- 
sion^on.the locatlon'.s suitability, and its reasons for that 
decision. Lead a summary discussion after all groups have 
reported. • „ Focus the cjiscussion on factors to consider in 
chodsing a Location. 



Unit 3 - Getting Money to Start (1. class period) 

: 7 • f t • - 

I. Case Study ? Then)'Tooles apply for a bank loan to help start 

thei-r service. They learn what information the bank 
requires. ^ 

Text ; Business Description 
, Statement of Financial Need • 

Meeting with the Loan Officer 

'II. Responses to Individual Activities 

^ : — — „. ' ' 

l. w Loan money needed is $4,800. Students should show J these 
amounts on the* statement: * 



' fOTAL STARTING EXPENSES v * 13,800 
. TOTAL MONEY ON HAND t >' 9,000 

TOTAL MONEY NEEDED * 4y80O 

Complete responses should include: 

a) Names of banks students called 

b) Each bank's loan' application 1 requirements 

c) Description of similarities and differences ip 
requirements * z 



3. Complete reports should include, for each contractor called: 

a) What types of equipment and supplies the contractor -uses 

b) Start-up costs for the equipment and supplies 

4. Complete reports should include: 

a) Starting 'advertising costs for each company called 

b) ^ Advertising methods used - * 



The business description should include informations about 
these five 'things^ . v 



1)^ Kind* of business 
• Location • 



f 



iz 



3) ' Competition , ; * 

4) Customers J k 

5) Plans for success . „ * 

* ' • 

Also assess the organization 'and, clarity" of* the ^business 
description. i 

Responses to Discussion Questions 

1. The 0 Tooles' business description is organized and clear. 
It is organized by the five required types of information. 
The information presented is cleai; and .to the ^pint. Elidlt 
students' reasons for their opinions. v , « * . 

2. The O'Tooles' statement of financial need was designed to be 
complete. However, students may suggest additional start-up 
costs. Some of the things they suggest may already be - ' 
included but just not shown in detail on the statement. For 
example, rent is in the "Buildirfg and Property" category.- * 

3. Given the facts presented, most students will probably agree 
to give the O'Tooles the loan. Their business descripti^ > 
and statement of financial need are clear 'and complete* 
They also impress the loan officer in other wa^s discussed 
in the text- All of these things make them seem like a good' 
business risk.' Elicit students' reasons for their opinidnS. 

Group Activity 

The purpose of this activity is to give students the oppor- 
tunity to learn the loan" application requirements of real-life 
lending institutions. For comparison purposes, it is ideal to 
invite peopl^ from a variety of institutions., 

>< After the loan officers leave, discuss differences and 
similarities among their requirements. Relate their require-. r 
ments to points covered in the text* Point out to students' 
that, if 'they plan their services carefully, they will be able 
to provide all the' required information. 



- Being in Charge (1 class period)' ' 1 

Case Study : The O'Tooles decide how to divide the work. They 
advertise for solar installers and hire one.*"" 

Text: Hiring 

•Matching People and Tasks 
Training 
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II; Responses to* Individual Apttvltleg 

« 

1. Complete responses should include; 

• .a) The number of- employees needed 
b) What' their duties wiU. " * 



c) ' Their vo^xirQA^^gToxivid and persaijal qualities 

2 & 3./ Assess ad clarity and* completeness. Does each cleanly state 
- t-he-kind of ■ background and personal qualities* applicants 
v f / need? t \ * ' > - 

• 4 & 5. For each company called, complete reports should include: 

* a) Employees 1 duties 
b) Employees 1 training , ? . . 

If students call more than one company, they should report 
on similarities -and 'differences in employee duties and 
training. * ^ * 



III. 



9 

6. Complete reportfs should include: 

a) Solar apprenticeship entrance requirements r 

b) Pr^ram contents and length, ' 40 • • € ' 

Responses"* to Discussion Questions 

1. Thef^O'Tooles' ad does a good 'job of describing the .employees 
they neecl. It describe^ the background they want. PeopJLe . 
reading the ads can tell at ohde if they are qualified to 
apply for the job. 

Given the information in the case study, they made a good ' 
decision to, hire Marcus. He has the background qualities 
tHiy want. As the text points out, he has potential for 
additional responsibility. 

The text discusses types of training appropriate for staff 
of an energy specialist service. Students may suggest other, 
training not covered in the text. • 0 



* 2. 



** IV. Group Activity 



The purpose of this activity is toj)J.ve students the oppor- 
tunity to practice the type of .intervilw they will conduct when 
they are actually hiring employees. Each student dhcmld get the 
chance to role play the qwner at least once. *. \ ' 

Lead the class in preparing the lists described in the 
activity tro help them in their *role plays. .Circulate among them 
as they do the role plays. 



9 
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. .. • . , . I 

Lead a wrap-up discussion when all groups have finished • Iif \ 
the\discussion, ask students if they thiftk. they could now con- • 7 

duct real-life interviews- If not, .why not? If they want more 
practice, plan time for it. 
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Unit, 5 - Organizing the Work (1 class period) 

I. Case Study : The O f Tooles discuss the next day's work schedule. 

Text : Keeping Track of the Work 

Scheduling the Work , • 

v ■ . 

. * ^ II.' Responses to Individual Activities 

4-3. Reports* should* describe the procedures used by the companies 

* student* co'ntact. If they contact more than one company, 

they should also* describe similarities and differences in 
't. % ' , , 
. i, - procedures. - ,. T - - 

* 4 & Assess -quality qf the forms. Do they provide for the infor- 

mation needed? Do they seem suitable for real-life use? If 
you have questions about any items, discuss them with the 
students. Ask their f reasons .for including any items you 
k question. Point out any additional items you think should 

be included, ,and why. 

♦ 

* 

* III. Responses to Discussion Questions 

l..~ The text points out .that keeping track of^ requests will help 

* you schedule staff assignments affti respond to customer 
requests promptly. .The text also % lists basic information to 
record for each request. 

2. The O'Tooles 1 form seems 'helpful* They can use it for 
different types of work. It gives basic information they 
need for organizing and keeping track of the work. Students 
may have suggestions for changing it. Ask their reasons for 

\ changes they suggest- If their changes are intended to make 

the form more suitable for use in their own service, that's 
great I ■ , - 

3. Based on*£he case study and text, students will probably, 
agree fchat they will be busy as an energy specialist service 
owner.' The text lists .maViy responsibilities of an owner. 

^ * 'Students 1 feelings .about thcise responsibilities may vary. 

* • 

* IV. v Group Activity' 

The mirpose of this activity £s to help students appreciate 
* how many responsibilities they will have as owners of energy 

* specialist services. There are no* "right" answers f or the 
amount of time required, but you may need' to guide students to 

* reasonable estimates. 

' ■ / 10 

• - ./ < ^' 15' 
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Suggfstedk column placements for the responsibilities listed 
in the text ate as follows ' \ . 



Every Day 

Organizing the work 
Supervising staff 
Keeping records of work 
Talki ng*jjg*t h , c lient s 
Solving routine problems 



Not Every Day 

Hiring staff 
Training staff 
Handling staff problems 
Dealing with emergencies 
Planning for the future 



Wrap up this activity by stressing that as owners they will 
have many responsibilities and work many hours running their 
service. \ 



Unit 6 - Setting Prices (1 class period) 

I. r . Case Study : The O'Tooles discuss what they thought about when 

> they set prices. * 

„ Text : Costs for Materials 
Demand for Services 
^Competition 
I ' Operating Expenses 

' * Profit 

i 

11 • - Responses to Individual Activities - 

1. Complete reports should include prices charged by each * 
^ company called, a comparison of prices, and the things the 
companies .considered when ^setting prices. 

^ 2. Complete reports should list the topic's covered in' the cost 
estimate manuals. 

^. Since Al has competition that is already established in the 
area, he probably won't charge more than the competition. 
To give his service a competitive edge, he may decide to 
charge less. Or he may decide to charge exactly the same 
but try to convince customers that his service is better. 
Students should give reasons for their decisions. 

4. Responses may vary. The G'Tooles should probably examine 

their operating expenses tp see if there are any ways to cut 
costs. They probably should charge extra for the scanner * 
service, since it's optional. Students should give 'reasons 
for their decisions. 



Responses may vary. Since you are just starting your ser- 
vice, the lower price may give you an edge over the compe- 
tition. n 
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III. Responses to Discussion Questions 

It seems like a good decision, since many aspects of thej.r 
* work are similar to construction trades. They may get 
competition from those trades. 

> <- . ' . ^ 

2. Responses may vary, although the O f Tooles will probably not 
set^their prices higher. Because there is competition, they 
will probably set their prices about the same or lower. 

3. Responses may vary. High operating expenses will probably * { 
include salaries and insurance. Low expenses will probably 
include professional services. Elicit 'students' reasons for 

y a ' their responses. 

* 

IV. .Group Activity * 

The purpose ef this activity is to give students the oppor- 
tunity to apply their learning. The activity requires them to 
evaluate bow the factors they have studied r will influence Paul's 
price-setting decisions. * , 

The responses may vary. This is fine, as long as students 
give reasons for^ their decisions. If necessary, guide students 
to glean this* information from the case study: 

1^ The cost of supplies and Workers . Paul plans to pay his , 
staff well, and* supply costs ^are. rising. 

2) Demand for services . There is high demand for sol£r 
services in Paul's area. 

} ' 

3) Competition . There is* a lot of competition. Paul plans . 
to give excellent juork guarantees** \ » 

4) Operating- expenses . Paul plans to 'cover them "bef ore 
taking a salary for himself^ , ' 

5) Profit . Since Paul plans to cover his operating 
expenses, he wants some profit. * Since he may not take a 

» salary himself, he is probably not aiming for a big 
profit at first. 



Unit 7 - Advertising and Selling (1 class period) * 

I. Case Study : The O'Toofee design a printed ad for their service. 

Text: Plan yolir Advertising 
Ways to Advertise 
"People" Ads 

How to Design Printed Ads , 
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Responses to Indi vidual Activities 

■ — ° * *. t 

1. Complete rep'orts should i/riblude descriptions of hou the 
companies advertise, and why. * 

2. .Complete imports will include the costs for two or more ways 
of advertising. Figuring advertising costs per month for 
each }.s optional.* . . 

3., Have students report to you or* the class. - Do the reports 
identify the ad parts? ' J>o students state which ads they 
think are best, and why? 



/ 



4. Responses\may vary* Acceptable responses* should state how 
students vfyll advertise the g change and why they picked the 
way( s) they x did. > 

\ ' ' 

5. J Assess the quality of student ads^ Do they include the five 

parts required? Discuss wi-th students' any suggestions you 
have for improving the ads. ■ • 



Responses to Discussion Questi 




x. The O'Tooles 1 ad seems well-designed t,<^a"t^-rSct customers. ' 
The illustration is eye-catching and will help people remem- 
' ber the service.' The copy is descriptive and clear. The 
layoutris uncluttered and easy to read.- The identification 
gives the serviced name, address, and phone number. 

2. Responses may vary. The O'Toole'S may decide, to use any 

number of other ways t outadvertise. Elicft students 1 reasons 
for the ways they pick. % 

3: Responses,* may vary. The purpose is for students to think 
about' factors that will influence their^ecisions about 
which w&ys to advertise. Elicit thei/reasons for the 
-responses they give. 

Group Activity^ 

Several days before you do this activity, tell students to 
gtart bringing in the printed ads. You should bring in several 
in case sjtudents forget. « 

The purpose of this activity is for students to apply what 
they have learned about designing printed ads. It requires them 
to evaluate the completeness and .quality of a real-life ads. - 

/ 

Circulate among t'he groups as they work.*,* Provide assistance 
as needed; When all groups have finished, help them determine 
the order for reporting. 'Guide discussion about improving the 
ads and deciding which are best* * 
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Unit 8 - Keeping Financial Records (1 class period) • 

• 4/ 

I. v Case Study : The O'Tooles work on their daily cash sheet. 

t 

Text : Customer Billing Form ■ 
Daily Cash Sheet 

II. Responses to Individual Activities 

1. Correct responses are shown on the form below. 



DAILY CASH SHEET 

Cash Receipts Cash Payments 

Customer Payments $ 1,245 Salaries $ 

Building Expanses s 500 

Equipment and Furniture 150 

Supplies — 



Advertising 4 ^ 200 



Other 



TOTAL CASH RECEIPTS $ 1,245 TOTAL CASH PAYMENTS $ 850 



2. Correct responses are shown on the form below. 







ENERGY, INC. 


• 








CUSTOMER BILLING 


FORM. 




Customer: t 


Mr. Winn 




* 




*> 

V s 

\ 












Dates of 


Amount 


Payment 




Date 


Service 


Charged 


Received 


Balance 


7/8 


7/8 


$ 50 




$ 50 


7/31 


7/22-25 


$200. 


I „ ' 


$250 



' 3. Complete reports should ^describe the customer billing forms 

used and their similarities and" differences to' each other and 
to the 0 f Tooles f . 

, . V.i ■ 
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4. Complete reports should describe the daily cash sheets used, 
"and their similarities and differences to each other and to % 
ttie O'Tooles. % 

5. ^ Assess the qyality of student forms. Do they provide for 

information needed to keepf track of customer billing or daily 
cash flow? Ask students to explain any items you question.* 
Point out any additional items you consider necessary, and why* 

Responses* to Discussion Questions - 

1. By keeping' the records themselves, they will know the details 
of their daily finances, fhat probably is important to them" 
as their service is getting started. Students' opinions about 
this decision may vary. Elicit their reasoning* 

2. The O'Tooles 1 forms look as if they will help them keep good 

^ track of f i nances. They provide for the information .they need 
about customer billing and claily cash flow. Students may sug-, 
gest ways t,o improve the forms. Elicit the reasons for their 
suggested* improvements* *. f 

3. The purpose of this question is to help students realize that 
there are more financial records than those 'covered in this 
unit. Guide them to list as many others as they can. Sugges- 
tions include: * . 

Payroll records - t 

. Inc ome tax reco rd s t 
^ Detailed breakdowns of major expense categories 

Records of which customers are behind in payments and 
require follow up 

Group Activity p 

•* * • 

The purpose of this activity is for students to apply what 
they have learned in this u$itf It requires them to design two 
financial recordkeeping forms and to fill in sample information 
showing hpw to use the forms. *' 

* * 
Guide the process of dividing into small groups* /Circulate 
amg&g the -groups to provide assistance as needed. Make sure each ' 
group specifies its services. Answer any questions that come up 
as fhe groups design, their form* Remind them to fill in sample 
information to shbw how to u£e their forms. Guide anyr discussions 
that arise following the group presentations. 
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Onifr 9 -Keeping Your Service Successful »(1 class period) 

I. Case Stftdy : The O f Toores f expenses have . increased while profits 

have decreased. They, decide to make changes to try to* 
increase their profit. 

Text : Keep Track of ^Prof itsj* * 
Change Yoifr Business to. Increase Sales- 

II. Responses to Individual Activities ' ' 

— ; * 

T. Students should fill in all the amounts listed in the c^se ; 
study. Refer to the case study for the correct amounts. 

2. Net profit amounts are: r , 'Year 1 - $26,60Q 

V \ * ' Year 2 - $2*5,500' 

t 3. Expense ratios are: m ■ . > Year 1 - 31% 

Year 2-38% 

, 1 -4. Profit ratios ar'e: Yaar 1 - 19% 

' '< Year. 2 - 15% 

5. Year 1 was a better one for the 0 T ToolesV because'" the profits 
and the profit ratio were higher. 

* * * 

III. • Responses to Discussion Questions . * 

1. The O'Tooles ate worried because their profit ratio went down 
i in Year 2. They're right to be w^rr.ied; because they don't 

want profits* to keep going down.. If* profits go down too f;af, 
' 4 they'll be out' of business. A 

2. JJased on inf 6rraation in the case study "and t^xt> the O'Tooles* 
will probably: 

t offer an infrared scanner service, and charge extra for 
it; and ' ! 

a 

• examine expenses carefully to *see if tliey can economize.' 

Students may have additional suggestions. 

The actions listed "a.bove^will probably help increase Che 
O'Tooles' profit. If soj r they, will be cutting expenses and 
4 increasing income at the same time. 

; " \ * < 

. 3. The purpose' of . this question is to help students realize some 
of the potential risks in keeping tfieir service successful. 
Some reasons why sales might decline are the following. 

tor- * • * 

^ ; • Competition lures customers away (for example, with lower ^ 
t prices, more services, *or better equipment;. 



* 



o 

*^ Service quality declines (fbr example, staff, are , not well 
trained). > o * 

c 

#^ Customers want a wider range, of services than you" cur- 
rently" offer. 4 - 

Suggest the above reasons to students, if necessary, to start 
the discussion^ 

" 1 

IV. Group Activity • 

; - - 

The purpose of this activity is for students to apply what 
e Chey have learned about ways to- increase profit. Given the facts 
- shown for^the O'Tooles 1 third year, their plans to increase 

Jfedfits might include the following: V 

1) expand to include an energy-conservation car maintenance 
service;* 

2) open a branch office in the other town* with Marcus as 
manager; or 

3) f ihd out what the new competition offers. Decide if they 
need^ to ma^i changes in fheir service in .order to compete 
successfully. 

Suggest the above-points to students if they have trouble get- 
ting started. ^Encourage them to use. their imaginations ahd think 
of as many way$. as possible for the O'Tooles to increase profits. 

If the -activity i's done in small groups, circulate among them 
to provide assistance as needed* When all groups have finished, 
have them' take tarns reporting their plans, ^ead^any discussion 
that may arise. 



Summary (30 minutes) *^ 

- If desired, the Quiz may^be given prior to summarizing the module and 
doing wrap-up* activfct^es. , *. ^ 

Emphasize major points of the njpdule such as: 

• It takes a lot of 1 planning tp get a. service off to a good start. 
There aire many things to consider during the initial, planni^. 

• Hiring *and keeping' top quality staff is a* ]pey~ part o&^qinning a 
service well.. » 




Financial recordkeeping. -is important on a day-to-day basis as wel 
as for long-term planning. . ' 
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Remind students that their participation in this module was intended 
as an awareness-activity so they!? could' consider entrepreneurship as a 
career option. ^ Their introduction to the skills required for successful 
small business management has been brief. They should not feel that they 
are now prepared to go out, obtaLn & loan, and begin their own* business. 
More training and experience are necessary.' You can suggest at, least 
these ways of fcbtaining that experience: one way is to work in the busi- 
ness area in which they would eventually warit to have their own venture; 
another is to go to scldbol (community colleges are starting to offer AA 
Regress in entrepreneurship). A 



This wpuld be a good time to 
they would rate their experience 
wifch the characters portrayed in 
the learning activities? 



get feedback from the students as to how 
with the module. Could they identify 
the case studies? How do they feel about 



.•You may want to use a wrap-u 
tion is for students to write or 
career as an energy specialist se 
it. Have them give their reasons 
necessarily -have to submit their 
activity, .on their own as a way of 
. qwning an energy specialist servi 



activity. Keep it simple. One sygges- 
state if they think they would like a " 
rvice owner nOw that they know more about 

for their responses. Students wouldn't 
responses to you. They could do this 

assessing t/heir current feelings about 
ce. ^ 



Quiz (30 minutes) 

The .Quiz* may be used *as an assessment instrument or as an optional 
study tool far students* If you wish to use , the quiz for study purposes, 
duplicate and distribute the answer key to students. In this case, 'stu- 
dent achievement may be assessed by evaluating the quality of students' 
participation "in module .activities. - * 



K - Quiz Answer Key 



1. Any one aspect of energy specialist services covered in the text or 
class discussion is an acceptable answer. * 

2. 'b ' * * \ • 

3. Any two aspects of (a) new services, (b) special services, or (c) spe- 
cial business image covered in the text Or class discussion are accep- 
table answers. T t , 

4. Any two of the* legal requirements covered in the text or class discus- 
sion* are acceptable answers. 

v 

5. Any three location questions covered i-h the text or class discussion 
are acceptable answers. 

*6» a « « 
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7. Any three elements of a business* description covered in th%text*or 
class discussion are acceptable- answers. 

8. $5,000 

9. a. I • ' 
b. A ' • . 

\ ' - 

10. a / 

V 

11. Any one kind of training covered in the text or class discussion is an 
acceptable answer.*' . « 0 

12. b , *' • 

13. b \. * * 

14. Any two price influences covered in-the text or class discussion are 
- acc.eptabl^e answers. ' • 

15. Any two ways to advertise covered in the text or class discussiori are 
acceptable answers. , , 



19. Profit ratio - 10% 
b^^fik^ense ratio ■ 50% * 

20. Any twojfways^ to increase profits covered in the text^or class discus- 
sion ai^^Sf£cep table answers* 

21. * Any one aspect of (a) reducing* expanses, (b) increasing sales, or 

" other 'alternatives emerging frbm class discussion is an acceptable 
answer. ' y 




SUGGESTED READINGS 



General Efltrepreneurstii'p References 

Holt, N., Shuchat, J., & Regal, M. L. Small business management and 
. ownership * -Belmorft, MA: CRC Education and Human Development, Inc'. , 
1979. 

Jeanneau, J. A. Small business management: Instructor's manual (4 vols.*)» 
Prince Albert, Saskatchewan: Department of Manpower & Immigration, f 
Training Research and Development Station, 1973. J 

National Business Education Association. # Business ownership curriculum 
' project^for the prevocational and exploratory level, (grades 7,-j?) : 
Final report . Reston, V,A,: Author, 1974. ~ 

Nelson, R. E., Leach, J. U. , & Scanlan, T. J. Owning and operating a small 
business: Strategies for teaching small business ownership and man- 
aggjnent: * Urbana, IL: University of -Illinois, Department of Voca- • 
tional/Technical Education, Division of Bus'iness Education, 1976. 

Rowe', K. L. , & Hutt, R. W. Preparing for entrepreneur ship . Tempe, AZ: 
Arizona State University<"~C<?ilege of Business Administration, 1979. 

■ • . .,. .. . ^ ' • 

Energy Specialist Service Resources t ^ 
t Contact the following organizations for more information: . 

1. The National Solar Heating and Cqoling Information Center , 
P.O. Box 1607 
Rockville, MD 20850 ' 

\ 

2. Solar Energy Industries Association ' , '* 
1001 Connecticut Ave., N.W. 

Washfngton, D.C. 20005 ' * t 

3. Solar, Energy Institute of America 

P.0.^ Box 9352 1 * r 

'> -.Washington, D.C. 20005 

* s 

4. The institute for Local Self-Reliance 

171,7 18th Street, N.W. * * V ^ 

Washington, D.C. 20009 , • . 

One tff~the Institute's booklets is entitled, "Starting Your Own 
Energy Business* " ^ ' 

' - ■ ' " 25 4 . 
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- * GOALS AND OBJECTIVES 

■ \ ^ -.; . . 

^Goal 1: To help you plan your energy specialist service. 

Offjeetive 1: Describe the services, ciistdKers, and. 
competition of an energy specialist Service. '* 

Objective 2: Lis^ three personal qualities^ an 

energry. specialist service' pwner might ha^ei 

— + 

Objective 3:' List two ways to help your service * 
v ' r "fctand out'* from its competition. k 

Objective 4,: List two special legal requirement^ 
for running an energy specialist seryl^e.' 
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Goal 2: . To help you choose a location for your service. ^ 

Objective^: List three things to think about in 
(deciding where te locate your service." - *** 

Objective 2: Pick the Best -location for an" energy 
suiecialjlst service from three choices. 



'Jn/ 1? 
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Goal 3: To help you_,plan how # to get money to start your" energy 



^specialist service. ^ 



Objective 1: Wfite'a business description foy.your 



service* 



Objective^: . ?ill out a form' showing .how much money 
you need to~~T5orrqtw to start your ' service. * 



} ° 

Goal 4: To help'you plan how to hire and train "employees and ^divide 
the work of your energy specialist' service. ' • • ' 



Objective 1:- ^jDecide how to divide the work of your 
secyice among several em|!>ipyees. 



ERIC 
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Objective 2: Pick the best person for a specific job 
in your service. 

Objective 3: Describe one kind of training you 
might give your employees. 



Goal 5: To help you organize 'the .work of your energy specialist 
service. * 



Objective 1: On a trork order form, list what needs 
to be done for, one of your customers. 

Objective 2: Write a work schedule for yourself or 
an employee. 



Goal 6: To help you decide how to set prices for your energy 
specialist services*.* 



Objective 1: Pick the best price for one of your 
services. 



Goal 7: To help you learn ways to sell and advertise your energy 
specialist services. " 

Objective 1: ^Pick one way to advertise your service. 
Objective 2: Design a printed ad for your service. 



Goal 8: To' help you learn how to keep financial records for your 
energy specialist service. , 



Objective 1: Fill out a customer billing form for 
services you do for a customer. 

Objective 2: Fill out a daily cash dheet for monfey 
you receive and pay out in one day. 
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9: To help you leapn how to stay successful. 



Objective 1: Figure out the net profit (before taxes), 
profit ratio, and expense ratio for an energy specialist 
service. 

Objective 2: £Ttate one way to increase profits* * , * 

Objective 3: State one way to change your service 
to increase sales. * 
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